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The Way to 


FILM SUCCESS 


The stenographer has the best chance say twelve women in 


motion picture production 


MARJORIE SHULER has interviewed them for you 


WELVE women in motion picture pro- 
duction agree that stenography is the 
best way to begin a career These 
twelve women have achieved prominent and 


interesting positions. Many of them started 
as stenographers. All of them have seen other 
women begin in that capacity and go on up 
the ladder. 

Probably no industry offers greater oppor- 
tunities to women than the films, for 
a new line of business, a changing, growing 


here is 


activity in which nothing has a chance to get 
into a rut, much less stay in one, and where 
fresh ideas, creative impulses are eagerly wel 
comed. tradition in celluloid 
to batter down; the bigger the offered change 
the better. 

When you speak of women and motion pic- 
tures everyone thinks of stars. Actually there 
is a big army of women in the production end, 
them have 

Star 


There is no 


the business department. Some of 

longer time than any 
of them are sure that there are 
women in the 


stayed a far has 


held sway; al 
many more opportunities for 


business than have yet been realized 


FLORENCE 


ample of the 


BROWNING is a typical ex- 
stenographer who has achieved 
importance and gained an interesting job 
Now she is assistant to the vice president and 
counsel in charge of production for Metro 
But sixteen years ago she 
was secretary to a firm of attorneys acting 
on behalf of film companies. Miss Browning, 
at the moment, needed a short job and an easy 
The pictures, just beginning to come into 
importance in her home town of Hollywood, 
ought to give her that. So over she went to 
the movies, pad and pencil in hand. 


Goldwyn- Mayer. 


one. 


Evervb dy trot the president f the tele 
phone operator had a hand in making a px 
ture those days. The difference with llorence 
Browning is that once she got her nd i 
she kept it there People who know her be 
lieve that the SOl e ot he Sut 5 her 
ibility to get on with people. If there was a 
temperamental star who had to be coaxed to 
buy a different kind of dress, Florence Brown 
ing shopped with her. If there was an author 
gone haywire, it was Florence Browning wl 
was deputized to restore | temp 
working capacity. Whatever was stra 
disturbed, she wa alle to i the peace 
So when the East | ist ces wanted a 
tact person who u lerst West Coast pro 
ems, Florence Browning was sent ther: 


J) ANE COHEN nother veteran t the 


motion pictures who began as secretary—t 
David Belas« seventeen years ago, when she 
was exactly fifteen years and six months old 
In fact, Miss Cohen was not even a stenog 
rapher when she first got her foot on the n 

tion picture ladder She was a typist in the 
scenario department it Paramount Somebody 
sent her over to take dictat from a mar 
who was notoriously hard to work for bie 
began to dictate a synopsis of a story. It was 
way beyond the young Miss Cohen's ability t 
take down. But she remembered that it was 
a synopsis of a book she ad been working on 
for someone els Her little habit of paying 


attention to the words she was 


paper was her sesame to succe ss, lor she just 


putting on 


' 
, wert 
| Wrot Lik 


membered it and was praised for the job. Right 


sat down a! synopsis as she re 


then she asked for a raise and permanent em 


ployment and got both. By the time her new 





| | 
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in a hotel near enough to Central Park s 
that the nurse might walk there every day 
with the two little adopted Marches 


: Pretty interesting occupation for the girl 

who was taking dictation t so long ago for | 
Samuel Goldwyn. When Mr. Goldwyn 
switched his releasing office to United Artists 
Miss Michaels went along in the publicity 

: 





Gwen Heller, who handles fashion publicity for 
Warner Brothers 


} 
ef discovered that she wasnt good at 
literal transcription, Jesse Lasky was glad t 
employ her for her ideas, and she worked tor 
: him for a long time Flo rence 
: She made so many friends in the business Browning, as- 


sistant to the 


that when depression cuts forced her out oi : 
, , , , vice president 


that ) Sit id many pers ns ready t p in charge of 
: her into another Now she is back in the production, 
: business acting as “story editor” for Columbia Vetro-Goldwyn- 

Pictures. Miss Cohen hunts new stories, new Vaver 

plays, new actors, tor her company, and has 

a grand time doing it She is firmly of the 





pinion that stenography is the best way 


woman to get started in motion picture pro 


duction; but she warns against the story de lepartment. There really was not much w rk 
( partment, saying that this 1s a dead-end job Miss Michaels found that she actually could 
} for the woman with ambition, and that it is do all the work requir f her in half a day 
better to start in as continuity clerk or stenog Instead of writing notes and sharpening pen 

rapher in the directing part of the studi cils in the other half day she just hunted 


, : 
= around until she saw she could make a job 
FY PING and filing is the best kind of prep grow where none had grown betore For six 


aration tor work in the story department, for years now Miss Michaels has been contact 
Miss Cohen's former chiet, Maud Kirk Mille t, person for United Artists making all those 
: who has been in charge Ol Story material ror arrangements het we nm } es a | stars by 


Paramount for many years and is the dean of 
women in that job on the East Coast, keeps 
her reputation on the fact that no one can 


} 


ask a question to which her assistants cannot 





pull out the answer. Titles to plays, synopses 
of short stories of twenty years ago, the names 
of players, briefs of old plays, whatever is 
wanted, it can be found in the Paramount 


nies. 


r 


FESS MICHAELS is the kind of secretary 
who just went ahead and created a job for 
Bi herself. The day I saw her she had just been 
helping Mary Pickford do her Christmas 
shopping, had obtained for George Arliss the 
particular fourth row seat from which he likes 
to watch the performances of others, and 
found an apartment for the Frederic Marches 








Pat Donahue, script girl, in action 
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which the star is interviewed, or the 


illus 
retta 


Douglas 


trator finds out what color to paint | 
Young’s eyes, or 


Fairbanks, Jr., w 
| 


“surprise 


“7 am firmly convinced, Says 
Michaels, “that there is nothing about the 
business end of motion pictures that wome 
cannot do if they want to d t enough and 


Julia Kelly, 
secretary to 
Will H. Hays, 
president, Mo. 
tion Picture 
Producers and 
Distributors of 
America, Inc. 





are willing t nake the necessary sacrihces. 

Directors ive ind exacting work with 

long You have to give up a great dea 
tf your own personal lite if you want to get 
n with what is often a twenty ur a day 
b But it is worth it 

a 

THEN there is Pat Donahue, wi olds 

script for Educational Pictures. She was just 
t of siness school when a friend got he 





Marie Kraemer busy editing films 
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[> CARL ¥ 


N ROMERHEIW 


Helen Hughes, secretary and personnel director, 


Universal Pictures ( or poration 


1 JOD a mot cture studio typing t 
1 go] ling ‘ ~ ‘ 
Arid ik KR UlCla writers ( \ ‘ 
t get « she wat her « ce, use e! 
business training as a stepp stone, and got 
erself on the salary list as script girl. She 
still uses ‘ re rtha | for the h f ‘ 

giri requires ist W t one must keep a 
piete rec rd r ~ t. the | SCs edi, the 
imera dista ce the i . i clay ’ 

] 
ts cause, the time < ed, a ‘ y p 
= 1 , 
s e bit of I it ‘ will he ‘ 
' 
cutting 1 1! 1 inciail irtn t tin 
hishee ‘ ++ 
exnivp on ( 
‘ . . 
Stenograp $s list Miss ) i 
an essential « | ent f 
wit etncien in eve I i i 
servatior mag iti 
smattering i comn e, t t 
ibuse wit it sent t 
et along with peor 
£ il Z V | pic 
It is the script girl keeps t 
a" : ‘ ‘ 
exact clothes that the star w \\ es 
j } lafs 1, : hat 
day when he left the house and sees that he 
wears exact e same garments exactly 
, , 
the same way Friday wh the st 
shoots the rest of the continuity showing what 
} . } oo } ‘ +r ‘ 
1¢ d cs wit i” aTTives acti s c 


® 1 


ms nome 


THEY used to be more careless —" 


davs., and Hetty Grav Bake : ensor tact 
person for Fox, says that e remembers a 
picture which was actually shown in wl 
an actor left his house in white flannels and 
sport shoes for a summer house a few ya 
away and arrived there in a dark business suit 
ind beach shoes The tw ts id ey ntly 
been taken n difterent ) { 
ticed the mistake 

Miss Baker, who is the nly womal el 
ontact officer for a larg Im corporat 


began to write scenar Ss when she was an em 
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ployee at the Hartford County Law Library 
handing out law books. Ten dollars for a 
scenario was the munificent price in those days. 
Although she did not go through the stenog- 
raphy door herself, Miss Baker has seen 
plenty of women do it and she thinks it an 
excellent way to get a start. 


SO does Helen Hughes, secretary of Uni- 
versal Pictures, the only woman in such a 
position with a major film company. As head 
of personnel for the East Coast offices of 
Universal, Miss Hughes has the reputation 
of interviewing every applicant and of placing 
each one with due regard to his or her de- 
velopment rather than the needs of the cor- 
poration. 

Miss Hughes says she pays most attention 
to the voices of applicants because she be- 
lieves that people show their intelligence by 
the way they regulate their speech—whether 
they use smooth, soft, pleasing tones, or 
strident, harsh ones. She watches for evi- 
dences of background, education, energy, and 
she says that if she had a younger sister to ad- 
vise in seeking employment she would tell her 
to specialize in one thing and apply for that 
instead of walking into an office and saying 
that she can do “anything.” Miss Hughes 
adds that when an applicant tells her she can 
do “anything,” she is sure there is not one 
thing that she does well. 


MARIE KRAEMER is a 
graduated to the head of a cutting depart- 
ment. It is her job to oversee the trailers 
made by National Screen Service to advertise 
the feature films “next 
week.” Miss Kraemer had 
no ambition to work in 
the movies when she was 
assigned to Fox Films by 
her business school, but 
her ambition was roused 
and now she handles thou- 
sands of feet of film, pick- 
ing out those incidents 
which will most pique the 
interest of audiences to 
come and see the entire 
picture when it is shown. 


stenographer 


This is another 
class discussion. 
articles, 


able position, 


vanced classes. 


MARION ROBERTSON, who is a scout 
for RKO, and Gwen Heller, who does fashion 
publicity for Warner Brothers, did not start 
as stenographers themselves; but like Helen 
Havener, publicity director, who does public 
relations work for the Motion Picture Pro- 
ducers and Distributors of America, they think 
that this is the easiest way to get a start. 
Miss Robertson goes to high school shows, 
to new plays, to publishing houses, everywhere 
that there is an opportunity to find new talent 


it shows how the stenography 
course serves as an entering wedge to an 
organization, a stepping-stone to a desir- 
and the foundation for a 
responsible secretaryship, 
reporting career. The “‘Via the Shorthand 
Route” sketches and other success stories 
appearing from time to time offer addi- 
tional material for inspiration talks once 
or twice a week in the beginning and ad- 
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either in writing or acting. Miss Heller, who 
thinks you never should ask questions of a 
superior but should go ahead and find out 
somehow about the job he assigns you, makes 
a ceaseless quest in all the “little shops” for 
the accessories which are worn by Warner 
stars. Miss Havener started on a Maine 
newspaper, and one of the things which helped 
her to success there was that when two court 
stenographers were hired to take down a 
speech of a President of the United States, 
some one handed them a speech thought to be 
that of the President and went home. Miss 
Havener, then a cub reporter, had thought 
she would see how much of the speech she 
could “take.” When it was found out that 
the court stenographers had turned in as the 
President’s speech that of the woman who 
preceded him on the program, Miss Havener 
was the only person in Portland with even 
fragments of the real address. 


THERE is one woman who began as a secre- 
tary and has made a career of it. There may 
be more of them in pictures, but there is one 
who openly makes the statement—Julia Kelly, 
secretary for seventeen years to Will H. Hays, 
now president of the Motion Picture Pro- 
ducers and Distributors of America. She be- 
lieves that to succeed as a secretary, a girl 
must have good technique in taking and 
transcribing dictation, take an interest in her 
work, forget when necessary that there is a 
5 o'clock bell, and exercise diplomacy and good 
judgment. 
Miss Kelly has charge of title registration 
for the film companies cooperating with her 
office, and her cross file 
is a marvel of efficiency. 
article for 
previous 


excellent 
Like the 


N ATURALLY everyone 


of these twelve women has 


seen stenographers stick 
to their last. They come 
into the office as stenog- 
raphers, and they either 
remain stenographers or 
become secretaries. But 
the twelve believe that 
they have sufficient evi- 
dence to prove their case 
that stenography can be a 
stepping-stone to an executive career. They 
believe that the stenographer with ambition to 
do something else, with readiness to seize op- 
portunities, with alertness to learn the work of 
the person ahead of her, and with the ability 
to create a job where none has been before, 
can make a success in films, or, for that matter, 
in any other industry. That is why so many 
people believe business training is a good in- 
vestment—it gives you something to sell as 
soon as you finish school. 


executive, or 


—Editor 
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OWN To The Sea 


| must go dows to the 
For the call of the 
Is a wild call and a clear 
That may wot be denied 


ea 
ramming tide 


call 


Aad all | ask is a merry yarn 
From a happy fellow rover 
dad a quiet sleep and a sweet dream 
Whee the long t 


<t ever 


Wansfield 





Tue Grece Warrer, April, 1935 








Tt cutta out de fin, etc. (dialect). See page 402 for key to the starred words—the only words used that are 
beyond the vocabulary of the first eight chapters of the Manual. 
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YOU CAN DO 


“How” ideas from 


Typing for Reproduction 


V: RY often it i ( ry th letter from 
a Satish mer, ( 


ther important 

letter, advertisement, a 

booklet, ; tatic py, oO in some othe 

he letter, as origi 

clearly when 

made, due t 
pale, 
inaccurately 


possible rep! 


can be easily obtained in the following 
Retype the letter on a sheet of plain 
white paper, covered with a sheet of black car 


manner 


bon paper, but with no top sheet covering the 
Adjust the lever on the 
that the keys do not hit the 
hit directly on the carbon paper 


carbon. “stencil” 
typewriter, so 
ribbon but 
The result is a fine, clear type that reproduces 
perfectly. 

The portion of the 


then be cut out and pasted under the 


typewritten page may 
original 
letterhead, and the original signature pasted 
at the bottom of the letter. 
ing or photostat can be made 
letter. While this might not 
in legal matters, where an exact 
required, it is the 


reproducing a letter for 


hen at 
of t 
be acceptable 


1 engrav- 
he entire 
facsimile is 
most satisfactory way of 
printing purposes 


Cora R. Geiger 


To Insert Carbon Paper 


T 
W HEN making several copies of your tran- 


script, first insert the required number of 
sheets (properly arranged and edges even) in 
Make one 
eighth revolution of the roller, or enough of a 
omplete turn to catch and hold the paper 

Flip the sheets—handling them as 
over toward you so that the reverse 
on top across the typewriter. Now, 
heginning with the uppermost sheet (which is 
the last carbon copy), insert sheets of carbon 
paper—face down—between all the pages, ar 
range evenly and then roll the whole set into 
place for typewriting. 

This procedure insures the carbon copies’ 
being printed on the right side of the paper 
and eliminates smudged fingers and papers 
Lost motion in removing the carbons after 
the work is done is precluded, since one quick 
jerk removes every sheet of carbon paper 
Carbon paper is saved because a little dis- 
placement occurs every time the carbons are 


place behind the typewriter roller 


securely. 
a unit 


sides lie 


IT THIS WAY 


successful people 


placed 
of the s! 
part be 


lave made 


1 | ‘ 


left-hand side of the typewriter roller 


inserting the paper it is a very 
to turn the roll 


sire 
Sey 


} 
nis Mark 


Do You Send a Copy? 


Win N at inswer , 


fails to arrive pr 
procedure in f 
letter tl 
office: 

Under 


necessary 
his request had 
the loss of more 

Now if the writer 
copy of the request ot 
letter, pr 
It seems 
realize that 
the mails, 


mpt acti 


that many people do not st 


letters sometimes astray 
, 
are misdirected, or are misplac« 


in the office If your employer dictates 
rlects to repeat the sub 


follow-up letter and neg 
ject of the unanswered 

that he do so or that he let you make a copy 
f the order « to be enclosed 


follow-up. 


him 


letter, suggest t 


rr request, with his 























































































VETERAN'S WIDOW MAKES 


GOOD (‘One ot our greatest joys is t 
read letters from readers who take 
the time and trouble to sl their problems 
and successes with us in th letters. That 





is why we were very happy to receive one 
from Mrs. Norma H. Hannes, now of Sacra 








mento, California, from which we quote tl 
following. We believe what she says may 
prove helptul to others similar ituat 

It may interest uu to know that I have j 
spent my first two weeks “on the job’’—my ver 
first \ few months ago you made a little com 
ment on my letter t 1 when I renewed my sul 
scription The cor nt, with an excerpt from my 
letter, was published on y Reader page; it was 
about my interview f my first job Well, the j 
that finally turned u is a Federal Civil Service 
appointment—the very thing for which I hoped when 
I began my secretarial training; but I didn’t dare t 
expect it would me the very first 


I am a World War veteran's widow—my husband 


was still living when I began my training, but I 
knew I should some day have to care for our little 
girl myself, and I had never had any special prep 
aration for earning After much thought and in 
quiring around of those whom I felt would be 
able to give me reliable advice, I began a two-year 


commercial course at the San Diego State Teachers 
College, under the instruction of Miss Georgia 


Amsden for both typing and shorthand I studied 
and from the first loved the work, although I had 
never supposed I would care for it. Shorthand, 


especially, I think is fascinating just for itself. 

In August last year I took my examinations, for 
the Government did not make an issue of it that I 
was practically inexperienced, as did so many of the 
commercial places to which I applied for work. Six 
weeks later I was notified of my rating, which hap 
pened to be high. Tl 
that I gained through my husband's service con 


s, coupled with the preference 


nected disability, brought me notice of recommenda 
tion for an appointment in this city in November, 
just three months from the date on which I had 


taken my examinations! It all seemed too thrilling 


and happy to be true, and, believe me, I resolved to 
do my very best for the Government that had so 
generously been willing to take a little beginner into 
its service 

My work is in the Department of Agriculture 
under the Chief Statistician here I like everything 
I have to do, and I enjoy the office crowd, too I 


keep a Greco Writer in my desk all the time, and 


1 1 


I read it when I eat my lun and during any 
spare moments I have 


66 HE MOST APPEAL”—Good teachers 

are good leaders, and good students are 
good followers. This maxim comes to 
mind as we read a letter written to us by 
Mary E. Coleman, Manchester, N. H., en 
closing some shorthand sketches made by her 
pupils. Although the pressure on our space 
at this time is so great that we cannot pub- 


HAT 
QUR READERS 





sh all the shorthand men and shorthand 
women we have received, we wish to quote 
from Miss Coleman's letter, as follows: 


My beginners’ class in Shorthand was intensely 


interested in both the Shorthand Man and Short 
hand Woman which appeared in recent Greae 
WRITER At first, they trie pying both in order 
get the outlines, and finally one girl decided that 

e¢ family should be mplete and proceeded to make 


Shorthand Baby 


Joyce DeRosier, fifteen, a ninth-grader, is the 


ginator of the baby; while Anna Galuska, an 
er ninth-grader w is very fond of “Napoleon 
s produced his likeness in her favorite subject 
Still another member of this class, Alice Gagnon, 
s filled out a caricature of Alexander Woollcott 
yne she found in the daily paper 


| teach in the Girls’ Department of the New 


Hampshire State Industrial School This is the 
st time these girls ve ever taken Shorthand 

1 many of them had never seen it written prior 

to this year All commercial activities are of espe 
interest to them, but Shorthand and Typewrit 


ng have the most appeal 


—D”° YOU SCORE 100 PER CENT? “It 
seems to me we give too little thought to 
the importance of correct writing technique,” 


1 


says a letter from a well-known reader (too 


well known, she contends, to want her name 


used!), “and I enclose a little wail which you 
may care to publish. . You know what 
twelve months of wrong technique can do 


.” So here is the wail! 


I WONDER 


wonder 

why learners of shorthand want to write 
with dull pencils, 
with tight-gripped pencils, 
with tense writing muscles. 

wonder 

why learners have to tie knots in their 
leg muscles by winding their 
feet around the legs of the 
chair. 

wonder 

where they got the idea that shorthand 
is written with the nose two 
inches from the paper. 

wonder 

how they ever reached the speed of even 
100 words a minute when they 
dig into the paper hard and 
turn the pages with clumsy 
fumbling. 

wonder 

why they want to sweat blood over what 
is so simple and easy with 
good writing technique. 
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WRITE US 


I wonder 
if they ever take time to read the first 
seventeen pages of “Gregg 
Speed Studies”? 
I wonder 
if they do read those pages, how often 
they practice the way the 
experts suggest. 
I wonder 
how many could answer YES honestly to 
each of the following 
questions just after the 
dictation is over 


Was my pencil sharp (or my pen 

filled with ink) ? 

Am I holding pen or pencil lightly, 

without gripping? 

Is my head up while I write? 

Are my feet resting easily on the 

floor? 

Does my left hand control the page 

of my notebook, moving it 

up as my right hand writes 

and flicking the page over 

at the proper time? 

Does the point of my pen or pencil 

move steadily from one 

outline to another 

without waste motion? 

Does my hand glide on the nails of 

the third and fourth 

fingers? 
8. Are my 

fluent? 
9. Is my entire body at rest as I write? 
10. Is my phrasing good? 


notes accurate, readable, and 


I wonder 
how many of you score 100%? 


Woodrow Wilson 


writes about the 


TOCATIONS USING SHORTHAND 
\ C. Frances Vogeding, 
High 


School, Camden, N 


num 


*A suggest What more interesting and instructive 
than to follow the plan of Miss Vogeding? Our pages are 
full of material for such discussions An excellent idea for 
shorthand clubs as well as for commercial classes. Be the 
first to start this new movement in your town or school 
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rthand 
{ them 
Short 


ber of newspaper 
but we believe 
than there were some 
| 


mended to 


years ag 


sjlen Th 
idents taking 


now 
hand is often recon 
a course in journalism 
In England the number 

who write shorthand | uite large 

The man or woman take down com 
plete porti 

meetings of , 
a more acct omplete 

reporter who mu rely on a 
tes made i nghand and or 


pre pare 


NV HORI AN 
S ING f I 
from Cedri 
ifornia, wl 
shorthand in 

Shorthand 
line on the 
n the San Fr 
at the top of 
per right-! 


Dr 


Mr 
STANFORD 
the News.’ 
new vear 
column 
credit. Near] 
taken first in 
a firm beli 
time 
news gathet 


save 


ROYAI 

hand has 
stone to me,’ 
New Haven, ( cu 
of it at the Huntley Consolidated High Sch 
Illinois, and f f 


Huntley, used f 
while attending 
which I was gradu 

went to work for rmour & Company, 
stenograph rk i heir Chicago office 
all summer I came to Yale to d 
graduate work i nomics and take an as 
staff. I am se 


assistance by 


sistantship on tl ccounting 
much-needed financial 
shorthand in the evenings 
it College of Commerce, and 
am greatly enjoying the work.” 
Mr. Heideman’s experience with shorthand 
should be of interest t thers who desire 
convenient hile pursuing 


; 


course ol 





~ 
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At the Sign of the 


INFORMATION DESK 





















Send your questions to Information Desk, The 
Grece Waiter, 270 Madison Avenue, New 
York, N. Y. Answers not published here, be- 
cause of length or limited interest, are mailed. 











’ 
, . ° ‘ 
What Salutation? 
What salutation should be used on a letter addressed 3. buth 4 tter } sd be ft klv writtet 
to a firm, attention of a lady? Is the following by a secretary ‘ proper forn r it should 
_eere &. &. be signed by the actual dictator W he mat 
Jones & | pat ters are not sulhcient importa to make 
, . ‘ the lack la Sif it | equence al tiv 
Attention Miss Smit) style of the writing requires th itor 
Ger ‘ . 1 hy P 
Ye tne 1 I S ¢ rres | ( lett ne else so the re rd \ be ( t 
is written to the company, not to Miss Smith j cons t pre t 
The “attentior ne is added simply to insur la ! Dictated but t read” rather dis 
that th etter reaches the desk of th proper irt Besides, the eT t mat 
person more promptly than if left to be sort f it 
by the mail clerks 5 hictate t not ece 
i ncons { ) tat ! it t 7 


Commas in Shorthand Notes sermission to sian th: tator’s name, she 





S ] wit i 1 I mpose 

Is it necessary to put commas in my shorthand el sr P 4 

3 ie ‘ eT ‘ eT ireor note r tr tor 
notes? I've been told to do so, and I've been told . ; 
not to do so JP. . . . , ! 

. secretat t AY | anh} 
| is often esirable sometimes possible ; 
, 
yet very sel m necessary to put commas 1 
} } | | ] | +} ‘ ° ’ 

ur shorthand notes. Clearly under the stress YW | ar I; . | 

“ sent eo ord-Carrying Faculty 
f rapid dictation you will not usually have . . 
time t put in mmas Occasionally vou will In writing shorthand | can recall almost instantly 

' ' " ; ' ' the outlines tor words and phrases, but the moment 

hind a construction that can be read only 11 the 
' ' . , I fall behind a speaker five or ten words I become 

comma 1s present But be sure to circle th 
: . contused, and | drop the last part of the clause or 

‘ Wm ) ' ; prevent niusing it wit! 
, mma ca of : me t i . . gu Ww sentence and start anew, keeping four or hve words 
the shorthand s. i behind the speaker How can | develop the word- 

In office work some ictators are in the carrying feculty P—F.A 
habit of dictating the commas. Here's hoping “ye . eae , + Charest IR 

, | ‘ ‘ $s etatnr tS ‘ ‘ ‘ ‘ 
vou are lucky enou to get such a dicta 

porter, answers the ab lest follow 
t saves vou time n transcr g | i ; < iu 
I am inclined 1 aoneued rec the stark 
ib it the word Ca mM ta ity It tru 
Opinions of Five Men that some people, either by special talents 
} practice seem ft ive i knacl I rt 
’ Is it proper to put “Dictated but not signed’ on , 41 , I , ‘ 
: words in the mu ra ma ‘ rt 
letters in the absence of the dictator when you are ‘ : : 
: that vou \v { ' ’ . e 
given permission to sign his name?—Y.B . 1 Ww . . . 
your mind i u don't e to think 

hic nection < set (Of ‘ P T , rark . 

I qut on Wa pu New York © rthand at th. wme tit | eo «© . 

' , , “4 
x¢ itives who dictate mal etters d arm j 1 
. W viet dally, and this way riave someone re id to you i sen- 
here re their answers tence f ter vO . \ 1d Ihe , ; 

° | | ; ‘ ; ‘ 

l ] it expression always leaves a bad peat it imme iteliv wit t if iit ive 
taste 1 the n it Since she 1s authorized t the person reé id a twenty-word sentence and 
sign, she should do so with a “per.’ you should be able t epeat it. W very 

2. This is just a way some correspondents little practice f this sort it is probable that 

a¢ : . : 
have of iming their stenographers tor their you can cart ’ simple sentence I i grou; 





sentence mucl 
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time in your mind and repeat them. If this 
line of reasoning is correct, then obviously 
your difficulty cannot be with the word- 
carrying faculty. Rather, your difficulty is 
the same as that experienced by a mediocre 
swimmer who can swim in smooth water 
but who cannot swim in rough water. You can 
carry words in your mind when you are not 
bothered with having to write shorthand; 
that is, when your mind is not distracted by 
having to think of shorthand outlines. 

“The remedy for this state of affairs is to 
learn shorthand so well that your effort to 
write it doesn’t distract your mind from the 
effort of remembering the words when you 
are behind the dictator.” 


Copies of Letters 


When making a copy of a letter received trom an- 
other person, how do you mark it and how do you 
handle the signature? When making a number ofl 
carbon copies in transcribing a dictated letter, how 
should they be marked ?—E.?P. 

When making a copy of a letter received 
from another person, it is the practice to 
write at the top of the sheet, “COPY,” and 
the signature is treated like this: (Signed) 
JOHN DOE 

If you have a letter dictated to you, the 
original of which goes to the person ad- 
dressed, one carbon copy going to some other 
individual for his information or necessary 
action, and another carbon copy is retained in 
the office files, the usual procedure is as fol- 
lows: 

The dictator signs the original for mailing. 

At the top of the first carbon copy is typed, 
“COPY FOR MR i 

The other carbon copy is filed, with a note 
stating that a carbon copy was sent to Mr. 

To assure quick identification of the signer, 
either the following form is used at the left 
or the name is typed below the signature: 

FE LBanning/ERC 


A Correction 


In the September issue, we answered a ques- 
tion in regard to forming the past tense of 
words ending in the letter r, inadvertently fail- 
ing to state the rule completely. We now re- 
print it, underscoring the words that were 
omitted. 

Monosyllables, and also words of more than one 
syllable accented on the last syllable, ending in a single 
consonant preceded by a single vowel, double the final 
consonant before the suffix beginning with a vowel. 


Miss Marie Johnson, Sacramento, California, 
sends the following revision of the rule, which 
may be the version you learned: 

Words of more than one syllable ending in a sin- 
gle consonant that is preceded by a single vowel, when 
accented on the last syllable double the consonant 
when adding a suffix beginning with a vowel. 
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¢ The Learner 





You should begin now to use 


YOUR SHORTHAND 


for all personal memoranda 
DOCTOR GREGG Offers a Suggestion 


HORTHAND is not for the exclusive 2. Measurements 
use of stenographers and _ secretaries. 
That is only its vocational use. It has 

a far greater usefulness as a personal accom 
plishment for everyone, no matter what he 
does. Everybody spends a great deal of time 
writing memoranda about personal matters: 
telephone messages, shopping lists, expense ac- 
counts, recipes, a reminder to do some impor- 
tant thing, entries in a diary, and the like 

You should begin now to use your short 
hand for all your personal memoranda. Don't 
limit it to its narrow bread-and-butter use. 

Most young women and not a few young 
men are interested in trying out new recipes 
for good things to eat. Choice recipes ar 
being given over the radio almost daily and 
may be found in most popular magazines 
and newspapers. It is quite a task to copy 
these down in longhand. Why not write them 
in shorthand ? 

A little practice or » following vocabulary 
will enable you ite a recipe very easily. 
This vocabulary is not complete, but it illus —s 
trates the simplicity of the outlines used. in fveese, fry 
Isure 


Words Commonly Used in Recipes 


(Exclusive of the Ingredients) 


1. Brief Forms: 


hour, and, out, about, before, desire, well, in, with, 


into, of, for, one, full, put, very, prepare, keep ce on lace 0 put, prepare, roll, ve 











IN A i a ia ect a a 
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, 


move, rub, roast, serve, sift, slice, spread, scald 
set, stir, sweeten, separate, shake, stuff, stew, saute 


season, taste. 


5. Adjectives : 


e i. } 

/ , "’ C<¢ 
: 38 ) @ 
“ c Z of 
oe < > » 2 


- 
ti k thin , oy } 9 t warn 
ld, frozen t, hard, rich } whipped, stiff 
minced rat ri A reamed med t ted 
broiled, stuffed 
6. Nouns 
4 ¢ 
J ( 7 ; 
) 
. 
- 
a Y Cc y 
~_ . 


AY 
4 6 
A >> 
7 V , 
( a) 
ai » Y- ¥ 
lo ) ¢ 4 
? 4 y 
k ‘ ; , . 
pan, ier water , , © s ta 
ng yolk, white ; er ft ers, batter 
mixture sandwici ‘ rd soul lessert Russiar 
mayonnaise, cocktail Thousand Island, Be breal 
fast, luncheon, dinner upper, buffet 


Now, let us use this vocabulary and write 
some recipes. Here are two prize recipes as 
a starter. Copy them once or twice in short 
hand; then have someone dictate the keys t 
you and see if you can write them without 


referring to the shorthand plate. 


Two Prize Recipes 
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ie Te 
( 7 —~< 
, ) 
/ / — > 
, ‘ - =; = 2 
[ / 
t f 
} 
~~ J 4 
/ eo 
f 200 / 2 
\ i 
l « p Ss ir; ipplesa t 
1 teaspoon, cinr t t [ teaspoons 
a; 1 tablesy n, hot w f Ad 
11s T t about ‘ 
) 
bn ? 
- 
é . >! a r . > 
og , ~ p 


P a / * < Z- Z A 
ry y, ) 
Wf A 
I$ — Ads 75 6 
cL 
BAKI \ | 
egg easpoon, sa 2 l 
mil scalded: 1 teasy T v : Mix ve and 
pour nto baking dish Set dis! n pan ot warn 
water and bake ir ven f 75 minutes 
What’s Your Favorite? 
How would you like to pass on one or tw 
f your favorite recipes to your Grecc WRITER 
friends? If you will copy the recipes in short 
hand, write the kev underneath each recipe, 
as we have done here, and send your notes t 
us, we will publish as many as we can find 


room for in a future issue 


In submitting your recipe be sure to plac: 
your name and the name and address of your 
| 


school at the top of your paper and send it t 


the Learner’s Department, The Gregg Writer, 
270 Madison Avenue, New York, New York 

Those of you who are not particularly in- 
terested in recipes may send in some other 


type of personal memoranda which you have 
written in shorthand 
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Practice Drills on the Brief Forms 
LE i UNIT 19 9 4 br al 
7 
; 
} x ° Ay s f ‘ai » 
f 
( ) 4 2 
y P ps 2 . 
} Li 7 B me ‘ 
“) ? ; ) } 
, 4 4 , > , 
Fy t 
4 
r y a F y / c 
/ P 
j — 
> c 4 C 9 , 
, a ¥ 
) / 4 “a o 
s ” { v : 
a) . e 
, 7 
/ 
é — . ( ‘ f ry : 


—N 


ON UNIT { 
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LETTER. BASED ON UNIT 21 











LETTER BASED ON UNIT 22 
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Sissel 
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April “Talent Teas 





ITH spring breezes beginning to blow tion of the three best specimens 
the winter's smoke away, and the days when even the January and Feb 
' growing long enough for us to enjoy we had already pr ed , f 
in hour more light and sunshine, we can’t hash were crowded t of 1 sue 
( up the same kind { “teaser” for you aga get your transcript t 
this month that we have been serving all year cluded with these other honor spe 
So we are reviving a mixture that you have May issue We must be content 
not sampled very often before These Facts ack ft t k p e to 
- ‘ ‘ " ‘1 
About Fis appearing here will be found t year That w give those 
- ‘ i ‘ ‘ 
e¢ a sort of “mixed gril nothing has been not already wot etters { 
lett ut but we s4 rambled the lines as we Mer int ft ts oe i ( 
wrote then ind stopped with a “tall” state tl ru g ga \W ea 
me that you may insist is a fish story. By the 25 writers who t 
i little esearch, though, you will discover best shorthand copies (in propet 
that there are climbing fish. Suppose you this April “Talent Teaser,” tog: 
append the results of your findings at the bot fect transcripts and a few lin 
tom of your transcripts many climbing fish they have b 
We were all prepared to promise publica ver the 1 ‘ ind habitat 
j j 
< A I 7 a < 
) ) 
j ~ - 9 ¢ > + f 
2 ° ” 4 
A 4 
A o 2 
Ct 
A 
f j 
. ° = > f - 
a 
ee; O a . = 
j 
Z "A — a » 
c 4 > 
y J 
a 
} ) ’) 
a / j “ A 2 
i cL ga c 4 J 4 ° . 
° - 
> . é a ) > 
a r mz . } y g 
9 
J : 
> a 7 ro aa C+ . c_ ies é 
> ‘ 
° 
a wt / 
p J 4 
4 7 } ° vo Y 
/ > 
f —_ D , oo” . r 
4 , Ty Be ** 
Key to the February alent Teaser 
d » 
Ants Outpo MAN 
Wit A sold s lers. success part of it ‘ . ‘ 








ns have beer 
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} 
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Principal Cities Outside United States 


(Italics indicate foreign spelling; * indicates former name) 


9 
Q ¢ v4 Alexandria, Egypt 
A 
Q >s é Amsterdam, Netherlands 
ot 
o) ’ Le Athens ( Athena) 
Greece 
- >» 4 Baku, U.S. 5. R 
< 
/ 
P L . y—— Bangkok, Siam 
s 
( a Barcelona, Spain 
€ > 
( ,—~ O- Belfast, North Ireland 
4 vA 


s Z —» Berlin, Germany 


Birmingham, England 


t >» * Bombay, India 
( ¢—— Breslau, Germany 
t “ 
d -_ r—> Bucharest (Bucuresti) 
€ Rumania 
f . 
C ry <>» Budapest, Hungary 
> 
6 ¢ ( Buenos Aires, Argentine 
9 
Q. f Cairo, Egypt 
fa) 
< os Calcutta, India 
“ ? Q. —f Calgary, Alberta 
¥ a ? Canton, Chine 
. “ ——— Cologne (Kola), 
Germany 
— r= . 
> ( Copenhagen (Kébenhavn) 
D k 
o—, ~~ enma 
* . / 
+ —* Dortmund, Germany 
—¢ 
4 —» Dresden, Germany 
4 Y 
( Dublin (Baile Atha 
> 4 Cliath), Irish Free State 
a9 f 
* 
é © Dusseldorf, Germany 
4 -—y Edinburgh, Scotland 
L. 
é X2 g Edmonton, Alberta 
2 t . Essen, Germany 
y 
) Jf 
CS2 ¢ — Frankfurt, Germany 


Glasgow, Scotland 


A 


70 . >*" Hague, The ('s Graven 
hage), Netherlands 


Halifax, Nova Scotia 


oT #——e__ Hamburg, Germany 


— — Hamilton, Ontario Po 4 
/ / 
= "OD Hangchow, China Im A 
Ge 
~ t n Hanover (Hannover) oo « 
4 Germany 


Havana (Habana) 
Cuba 
(7° 


wr> Hongkong, China 


. = 
, 4 a 
, - » Istanbul (*Constantinople) 4 c 
( Turkey 
nd = 
¥ 5 4 Kharkov, U. 8. 8. R j / 
— - L 
, - ff A 
U.S.S.R 7 
> 4 Kiev ; 
? es 
> WA Kobe, Japan —/ ~ 
( C / 2 
a é Kyoto, Japan —< 4 
< 
« ° - Leeds, England ( 
y, Ge 
f . t Leipzig, Germany y _ 2 
. ‘ _—— 
— a Leningrad (* Petrograd) A 
Z U.S.S.R ” le € 
< ¢ ¢ — Lisbon ( Lisboa) of a 
Portugal 
( ie | 
A > 
« ~ Liverpool, England 
4 be 
{ 
ar 
< ~ ~— London, England < , C 
/ 
} } "= aa) 
4 — <_ London, Ontario 
y -« 
( Ar Co. Lyons (Lyon) 
< "rance o% 
a A -, * 7 
y A 
45 —“~ Madras, India 
/ 4 
a ¢ , 
a # Madrid, Spain 
7 a Manchester, England 7? 
¢ ° 
oO y 7 a 
& t, se Marseilles (Marseille) 
, rance 
ef _/ 
“ (e, * 
cad 0 Melbourne, Australia 
t » ae 
“£ —e_ Mexico, D. F., Mexico C 
* e » - 
oO , ¢ aie 
2 © s~- Milan (Milano) 
Italy ) , 
) 0 
{ ¢»—» Montevideo, Uruguay ) 
) oo” ) ( 
</ ~~ Montreal, Quebec 6 
( ) 
- 
. t a Moscow (Moskva) “aD ¥ 
* << U.S. 8.R 
/ 
— - Munich (Muachen) , > 
Ad « 
= ‘ Germany 4 _— - 
, YC j i 
c D Nanking, China Gu a a 
a 
" e > = . > j ( 
é Naples (Napol:) 7 
7 < Italy o™ ¢& 
—s ’ "Nuremberg (Nurnberg) sao P 
( Germany 


Odema, U. 8, 3. R. 
Osaka, Japan 
Ottawa, Ontario 
Paris, France 


Peiping (*Peking) 
China 


Prague (Praha) 
Czechoslovakia 


Quebec, Quebec 


Regina, Saskatchewan 


R de Janciro, Brazil 


Rome (Roma) 
Italy 
Rosar Argentine 


A 
Rotterdam, Netherlands 


» 


Santiago, Chile 

St. John, New Brunswick 

St. John's, Newfoundland 

Sio Paulo, Brazil : 

Shanghai, China 

Sheffield, England 
—r 


Singapore 
Straits Settlements 


Soochow, China 


Stockholm, Sweden 


Sydacy, Australia 


Tientsin, China 


Tokyo, Japan 


Turin (Torinc) 
Italy 


Toronto, Ontario 


Vancouver 
British Columbia 


Vienna (Wien) 
Austria 


Warsaw (Werszawa) 
Poland 


Winnipeg, Manitoba 


Wuchang, China 


Yokohama, Japan 
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Good ones take seriously 


“WHAT'S IN A NAME?” 


for they write names daily 
Says E. LILLIAN HUTCHINSON 


All stenographers and secretaries who have the least trouble with names will find 

this article not only helpful but interestingly presented. The fourth of Miss 

Hutchinson's excellent series on English and Business Correspondence, it represents 

a great deal of research work. The previous articles were on Punctuation, Dates, 
and Salutations.—Editors 





HEN Juliet, in the famous balcony frequent! , however, a! n 
scene, laments: “What's in a name? mon! ’ r t lifferent ways 
hat which we call a rose by any other typist, t hould try to develop a 
name would smell as sweet.” (referring, of t t 1 | ader de 
course, to the mournful fact that Romeo bears ‘ that 
the name of Montague, the family that is I ‘ 
el to Juliet’s family), notice that she 
says “call”—not “spell” or “write’—for pro Surnames 
uncing repeating a person’s name and 
writing it are tw very different tasks We 
doubt whether even Juliet would ha ™ 
tioned that her lover’s name be penned “R: 
meeo’ I “Rhomeo” OI “Montag “ ‘ 
Misspelling Offends 
If when being introduced t a person, we 7 
do not catch the name exactly, no great 7 “J :, . 
damage is done and e's feelings are ir- 
retrievably injured if “Mr. Johnston” is mis 
called “Mr. Johnson,” or “Miss Esterbrook” is 
called “Miss Estabrook.” But let a ster 
rapher address the envelope and write th I I 
first line of the letter—the address line—using migas 
these same erroneous forms, ot ldress “Mr 
Lewis Reed” as “Mr. Louis Reid r “Reice 
oO! “Reade” Or Read” I Rie te i rt : 
tation has been set up before the real meat of , 
the letter is reached y 
\ may put it vn as one ns 
of your business life that the large majority 17 - , Mi Ma 
of people take the misspelling « ames ‘ How e prefixes 
as a personal insult. My own father, a very “wD 7, , uf 
mild and gentle man, used to be most exas- McKet nd M 
perated if his name was written las a Niaute that 
rx “enson”—and if a clerk or typist wrote \ 
ngson well! 
» t behooves le typist to t K twice s P 
j n ron) 
she \ s he tyvpewrit¢ cal ip t 
right a | prepares t type this in tant first 
line of the business letter ’ 
A Few Spelling Hints 
It is utterly impossible, of course, to formu- /. Na t metit ea 
late definite rules for spelling personal names s 


for names defy any such classification. Certain W and W i ( ' $ 





- 
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) reer 





ie a 
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8. Names that are sometimes two words and 
sometimes one word: 
Fitz Gerald and FitzGerald and 
Fitzgerald and Fitz-Gerald 
Van Derveer and Vander Veer 
and Vanderveer 
Du Pont and Dupont 
D’Angelo and Dangelo 
De Laney and Delaney 
9. Names that are pronounced exactly alike 
but spelled entirely differently : 
Stuart and Stewart 
Bloom and Blum 
surrows and Burroughs 
Deal and Diehl 
Hewes and Hughes 
Dickson and Dixon 
Erwin and Irwin 


So much for the surnames. Equal care, of 
course, is necessary in typing given names and 


initials. 
Given Names 


A few of the most commonly occurring 
given names that are spelled in more than one 


way are: 
Men's Names 
Allen and Alan and Allan 
Frederic and Frederick 
Edmund and Edmond (French) 
George and Georges (French) 
Laurence and Lawrence 
Lewis and Louis 
Maurice and Morris 
Geottrey and Jettrey 
Women's Names 

May and Mae 

Anne and Ann 

Catherine and Catharine and 

Katherine and Katharine and Kathryn 
Eleanor and Elinor and 
Elenore and Elinore 

Elizabeth and Elisabeth 

Emily and Emilie 

Eveline and Evelyn 

Jean and Jeanne and Gene 

Lilian and Lillian and Lilyan 

Margery and Marjorie 

Sara and Sarah 

Rebecca and Rebekah 


Confusion often exists between names 
spelled one way for a man and another way 


for a woman. The most frequently encoun- 
tered are: 
Men Women 

Francis Frances 

Marion Marian 

Elmer Elma 

Carroll Carol 

Jesse Jessie 


Most names ending in “a” or “ia” are femi 
nine names, although the fairly common man’s 
name, /ra, is an exception. You may, there- 
fore, feel pretty safe in using “Miss” when 
addressing an unknown correspondent named 
Oma, Bluma, or Chrysta. 

Often a name will be encountered that holds 
absolutely no clue to its gender. Who could 
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tell, for example, that Amytis, Persis, and 
Leamae were women’s names, while Atlee and 
Odus are men’s names? When in doubt or 
when initials only are given, it is much more 
expedient to use the title “Mr.” than “Miss,” 
for few women are offended at being ad- 
dressed as men, while most men are deeply 
injured at being addressed as women. 


Abbreviations 


Common given names like Charles, George, 
Frederick, Samuel, Joseph, and Edwin should 
never be abbreviated to Chas., Geo., Fred., 
Sam’l, Jos., and Ed., unless the owner so signs 
himself and prefers it. 

Remember also that Ben, Fred, Sam, Ed, 
and Dan are sometimes full names, not abbre 
viations. (Note that “Ed” is an abbreviation 
for Edgar, Edmund, Edward, and Edwin.) 

If a person “parts his name in the middle,” 
that is, uses the first initial and spells out the 
second name, as does the author of this ar- 
ticle, use that form. Also, if a correspondent 
is blessed with three given names and so 
signs himself, do not omit any of the names or 
initials. 

Firm Names 


Only names of persons have been mentioned 
so far. The same precautions should be 
taken, however, in typing names of companies, 
firms, or organizations. In each office there 
will be certain concerns to which letters are 
frequently written, which present problems 
of spelling. The typist should prepare a list 
of such names, which she can refer to at a 
moment's notice. 

To illustrate the types of variations encoun- 
tered, the following nationally known con- 
cerns are listed: 

Procter & Gamble. (Onty a few blocks away from 
this company’s othce is the office of Fred Proc 
tor & Company) 

Dun & Bradstreet, Inc (not Dunn or Dunne) 

Atwater Kent (no comma between the two names, 
since this is the name of the individual wh 
founded the company.) 

Curtis Publishing Company 

Curtiss-Wright Airports Corporation 

R. H. Macy & Company (the New York depart 
ment store) 

The Macey Company (manufacturers of othce fur 
niture) 

Libbey Glass Manufacturing Company 

Libby, McNeill & Libby, Inc. (the food products 
manufacturers) 

Dennison Manufacturing Company (with two “n's 

Fisk Tire Company (without an “e’’) 

Segal Lock Company 


Checking Up on the Spelling 


Lest you be discouraged at the possibility 
of ever being able to spell any name correctly, 
let us point out a few of the methods you may 
use in checking up on the spelling. If you are 

(Continued on page 392) 
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Tae RED ROSES 
OF TONIA == 


sy O.HENRY FROM “WAIFS AND STRAYS" 


(Copyright, 1905, Doubleday, Doran & Company, Inc.) 











(Concluded from the March issue 
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What's in a Name? 


(Continued from page 386) 


writing a letter that has been dictated in re- 
sponse to an incoming letter, the name may, 
of course, be verified from the signature on 
the originating letter—if you can read it! If 
you cannot (and it is amazing how many 
people affect an illegible signature), and if 
the correspondent’s typist has not followed the 
sensible modern plan of typing the dictator’s 
signature below the space in which he signs 
his name, then you will have to do a little 
research work. 

See, first, if the person’s name appears else- 
where on the letterhead as an officer, committee 
member, director. If it does not, ask your 
employer if he knows the correct spelling, or 
refer to any special lists or files of customers, 
prospects, advertisers, etc., that your company 
may keep in which his name would be likely 
to appear. Probably the most accessible 
sources of information are the telephone direc- 
tory and the city directory. 


Verifying the spelling of names for original 
correspondence, that is, initial letters that are 
not in response to an incoming letter, is a 
similar task. 

Company names may be verified somewhat 4 
more easily than the names of individuals by 
reference to lists and directories 

If you feel irked at the necessity of doing 
this checking, remember the task of a news- 
paper proofreader, who must carry in his 
head and know without stopping to look, é 
which one of the four ways of spelling “Eliot” 
was used by the late president of Harvard 
University, and that Jane Addams uses the 
extra “d.” The good will fostered in the 
recipient by having his or her name accurate- 
ly written is well worth the effort involved. 

Next month we will consider the correct 
usages of the various titles commonly used in 
business letters—a subject often presenting 
difficulties to beginners. 
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How business men regard 


OUR CERTIFICATES 


when hiring 


| Certificate of Attainment 
stenog ‘aphers 
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Onde of Gregg Artin Onder f Area T pian ni 
Complies Thery a of Artis pi, Some 
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Caghey W ord Speed (Commperems T qua, Forty Word Spend 
Ore thanad Wd Spud mpm T pet fy Wd Spud Broadcast by 
| to een ye ee yey eo FLORENCE ELAINE ULRICH 
| LO’ Athe~ Gags | 
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NE of our readers in the United States r requesting the standard tests to be used 
Navy writes: “I would appreciate a for determining stenographers’ technical abil 
statement certifying that while a stu ity in shorthand and typewriting 
dent at Old Saybrook High School I wrote Still buried under the avalanche of tests 


t 
shorthand at the rate of 100 words a minute QO. G. A. O. A. T., Complete Theory, Tran 


and transcribed my notes neatly and accur scription, and C. T.—with thousands of certif 
ately on the typewriter. I should also like a_ cates being mailed daily to students and 


statement certifying that I typed at the rate  stenographers in every part of the world—we 
f 68 words a minute on the typewriter. are now asking: Do you have yours? Remem 
“IT am expecting to be recommended for a ber the beautiful Certificate of Attainment 
rate, and this additional data in my record awaits your final qualification and an affidavit 
will, along with statements certifying to my to that effect lo receive it is a distinction 
recording numerous courts-martial, lectures, that should be the cherished ambition of every 
etc., prove an important asset in gaining pro- shorthand student and _ stenographer who 
motion.” wishes to gauge or to increase his stenographic 
And here is an extract from the letter which ability. It may help you to secure the coveted 
accompanied some QO. G. A. Contest papers position you are seeking—place you a littl 
submitted by Mrs. Grace E. Norman, Tien above the average in the estimation of th 
tsin, North China. employers who are to judge your fitness for 
“Mr. Kushner, whose specimen is enclosed, the job 
is a very lucky fellow. He was a Corporal in Some of you folks will have only this month 
the United States Army here, who ‘jumped’ in which to complete the certificates for your 
right into a job in the American Consulate at album and apply for the final award. The 
a salary of $275 in gold. Nearly $600 Mex accomplishment which leads to these awards 
Says he feels like a prince. A nice fellow.” might not be the only requirement for success 
Congratulations, Mr. Kushner, not only’ in the business field—personality, attitudes, 
upon your position but upon the good style of | and general deportment play important parts 
shorthand you write, and best wishes from but, remember, it is your entering wedge, and 
your fellow Greggites in the States! your success or failure after you are in busi- 
It is gratifying to receive the many letters mess depends then on you 
that come to our desk from executives, per- Work intensely, therefore, during the weeks 


sonnel directors, and instructors of classes in that are left and train yourself adequately for 


industrial companies asking about the awards, success on that first trial. Good luck to you! 
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NEWS and COMMENT 
on CREDENTIALS WORK 


Read carefully 


there may be a helpful suggestion tucked away in these 


paragraphs for you 


N outstanding club of O. G. A. tests was 
received from Miss Jewel Smith, of San 
Diego High S ol, San Diego, Califor- 


a last month. There were sixty-tour students 
ipplying for awards. Their papers were writ 
ten on half-sheets of good quality penmanship 


paper, the notes neatly confined within the 


column ruled down the middle of the paper. 
The work was remarkable for fluency and 
od form. Some of you may recall reading 


H i *KS aS If they re g ng eat « 
ywn past records this year. Hope ir school 
d es, t y! 
. . . 
Another splendid club of O. G. A. tests 
carne Irom M i M Traxler. Lent il 
High School, Sioux Cit Iowa. We do not 


think we have had the pleasure or meeting 
but we certainly feel 
we know her from the fine clubs she submits 
from her students year after year. We ar 


happy to have this opportunity of “publicly 


proclaiming” our satisfaction upon reviewing 
these latest specimens 


Initiation of new sch ls int Credentials ac- 


tivities seems to be the order of the day. Time 
out to welcome these teachers and students 
into our coéperative group! These contacts 
with some of the most outstanding teachers of 
shorthand and typewriting in the teaching field, 
and with young people who are among the 
finest in stenographic ability, should be stimu 
lating and helpful. Ws 
hundreds of thousands of students, teachers, 
and shorthand writers all around the world 
, , 


ut it would 


have often wished the 


could meet in one big convention 
take more than one meeting for us all to get 
acquainted, wouldn't it? Local chapters have 
been organized and are being organized by 
members of the O. G. A. and holders of other 
Gregg Writer certificates in many towns an 
countries. If you are not affiliated with cone of 
these clubs, it would pay you to give it con- 
sideration. And in case there is not an organi 
zation in your home town, why not start one? 

From Miss Maude Thomas, head of the 
Commercial Department, at Pan-Or-Am High 


School, Aruba, Netherlands, West Indies, 


came this interesting bit of news: 


lere are some papers from a brand new 

| in the tropics. We are a colony school 
the children of the employees of The 
Standard Oil Company of New Jersey and 
year high school 
al department. The 
students have completed lesson Nine in the 


this 18 our first vear ota 


uurse with a commer! 


Gregg Shorthand Manual and Budget 15 
the G vg yping Pre ct 

“We ) not have reg t blanks to sub 
mit with these papers, but we want to tak 
part ir Contest, so | n sending the 
information I think you will need. \ will he 
from us again, too, on some of those C. T. Tests 

Ag 1 degree flu 1 generally a 
eptable tlines characterized the club sub . 
mitted Miss Th Powers, Wilby High 
School, Waterbury, C ecticut There is a 
tendency for some of these students to tip / 
downhill at the end, instead of keeping it up, 
due to the fact that the curve is not made 
strong enough at the begi A little more j 
drill on this feature of writing will help st 
dents to overcome the fault mentioned 

Brother James Wipfiel St. Louis Col 
lege, Honolulu, submitted a club of O. G. A 
tests that show how carefully he has drill 
his students in the correct formation of curves 
The specimens are not only fluent, but many 
of them are beautifully written and exceed 
ingly eas t read 

Miss Mavis M W the shorthand in 
structor The Gregg College of Toronto, is 
te he commende | up r “l sir thand 
stvle her students have attained The writing 
s smooth, with a « stent use of the qe 
away stroke at the end itlines, but it show ; 
a tendency for these students to make th 
curves too shallow—sometimes practically 
straight—especially f and We suggest prac 
tice on the « il exe ses ndividual curves, 
and curves joined t ther strokes, for cor 
rection of this fault 

a 

From Kentucky we draw our next club 

Notre Dame Academy of Covington. The neat 


arrangement of the papers in this club—uni- 


formity in size of papers and ruling of col 
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is small, neat, and com- Or g, Pennsyl 
pact, and for the most r Vania, t t l 
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the O. G. A. test had mitt M M 


been dictated, a great Pu Murty refle 
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reason for discontinuing the Stenographers’ 
Contest was the apparent lack of interest on 
the part of stenographers. We should be glad 
to renew these Contests, but the many thou- 
sands of stenographers who read this maga- 
zine must participate to make it worth while. 
It’s up to you—if our stenographer-readers de 
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sire the Stenographers’ Contest to be held 
again this year, will they please so signify by 
sending their vote to the Editor of the Creden- 
tials Department. If we receive a staggering 
number of votes for the Contest, we'll arrange 
to announce another Contest for you in a forth- 
coming issue. 


Penmanship Pointers—VIII 


Prepared by Florence Elaine Ulrich 


OUR penmanship practice from this 
point on should be productive of two 
things: correctness and fluency of execu- 
tion, and speed. It is not enough for you to 
practice slowly and methodically the drills 
given here, with a view to familiarizing your- 
self with the formation and motion involved, 
but you should continue this practice until 
you have a degree of facility that will mark- 
edly increase your writing speed. Only when 
your penmanship practice accomplishes these 
things are you getting the most out of it. 
As we write, many thousands of O. G. A. 
Contest specimens are stacked high on our 
desks awaiting examination. The number of 
hours of practice which these papers represent 
would doubtless stagger us if we had the fig- 
ures. Nevertheless, while thousands of papers 
reflect the time and study—the attentive prac- 
tice—put in on the Contest copy, sad as it may 
seem, thousands of other papers will rank 
below the standard because the writers have 
not taken the trouble to study the forms they 
are writing and are not making them cor- 
rectly, 


ATTENTION TO LITTLE THINGS 
Pause in your practice frequently to analyze 
the outline, compare your writing slant, for 
mation, and joinings with the copy in the 
plate. Correct any tendency to be slipshod 
in your practice. We recently heard it said of 
a young woman who is making a pronounced 
success in New York City in music, that she 
is not afraid to work hard at the beginning 
to get the fundamentals and form through the 
exercise she is practicing. She will spend 
hours at the piano, or organ, on a simple exer- 
cise that will give her skill and technique. The 
result is that she is astonishing other members 
of the music world by the seeming ease and 
rapidity with which she grasps music, her 
concerts always being well attended by other 
students because of this fact. The secret of 
her success, she confesses, is that she pays 
attention to little details at the beginning of 
her practice, and builds firmly on correct 
technique or form. This is just as essential 
in shorthand writing. 


RELAX ON THESE “OLD SHOES.” 


Loosen up the muscles on the exercise pro- 
viding the reverse curves in Drill I. Relax 
the muscles by stretching the arm out on the 
desk and opening and shutting the hand a few 
times before beginning your practice; then 
write freely and smoothly. Maintain uniform 
slant. Do not pause in the middle of the blend 
even when inserting a vowel. At the outset 
you may have to slow up a bit in order to 
fit the circle up snugly to the back of the 
first curve, but a few trials will enable you 
to write the entire combination smoothly and 
swiftly, lifting the pen only when the outline 
is complete. Do not leave Drill I until you 
feel that you are making fairly satisfactory 
outlines. 


A FEW “LEFTS.” Our next drill is on the 
same style curves faced left. The exercise 
for this likewise is familiar to you, because 
you have had it in your longhand penmanship 
lessons, but you will have to be mighty care 
ful with the writing of the word fabric if you 
are to execute it correctly, making an artistic 
and readable outline! We venture to say 
that you cannot have your mind wandering 
to Clark Gable or Katharine Hepburn while 
writing it, and make an outline that wouldn’t 
trip you to a somersault when you encounter 
it in transcription! If spring fever has it, 
better finish the dreaming; and when it is 
concluded, continue your penmanship practice 
so that no bad habits are formed. 

THE “SWANS” AGAIN. The next drill 
is to limber up the muscles and promote facil- 
ity of execution. Why not test your skill by 
timing yourself, when you have reached a de- 
gree of accuracy and facility, and see how 
many of these outlines you can write in a 
minute? Only those that are written artis- 
tically and correctly count. We suggest after 
you have written this drill for a few minutes 
that you go back and rewrite a few times the 
outlines in the two preceding drills. This 
practice will help you to “feel at home” with 
all of the combinations. 


HOW ARE YOUR LEFT-S’S? Throt- 
tling down to the fine precision writing re- 
quired in the fourth drill will be a relief after 
trying to control the writing of such combi- 
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nations as those found in the preceding exer- 
cises. You are now the artist, who, having 
completed the larger objects on the canvas 
requiring sweeping strokes of the brush, picks 
up the fine-hair brush and begins the minute 
work on intricate little lacey patterns. Your 
success in accomplishing this marks you the 
professional shorthand artist. S is just as 
short as you can make it, but it is curved like 
f and p. It should join to the strokes without 

It must be uniform 


a pause at the junction. 
in slant with the other downward curves 
(off slant, you know, it becomes an +s). 
Count while writing, making the first count 
so short as to be scarcely audible, like this: 
One-7 WO—do you see the point? When 
pronouncing the letters, say sp, s’b—quickly, 


together. 


NOW INCLUDE THE CIRCLE Our 
next drill affords practice in joining the left 
s to strokes with an intervening vowel. You 
will have to give your attention to the writing 
f these characters if you are to make them 
correctly. Our experience in examining a hun- 
dred thousand or more O. G. A. tests is that 
few students know how to join s to other 
strokes correctly, maintaining proper slant, 
formation, and size Possibly it is the very 
minuteness of the stroke which enables the 
details to escape them in their practice. At 
any rate, there is nothing so distressing to the 
shorthand artist as a clumsy handling of s. 
The character is petite, graceful, dainty— 
write it that way! 

ABOUT FACE! Right-s has the same 
form as a comma without the starting dot— 
it is really an f or b in miniature. Keep s 
short in ask; unless you want to get “effect.” 
5 must be short and curved in all combina- 
tions. Use the get-away stroke at the end of 
characters: do not pause with the pen glued 
to the paper. We have failed no less than 
several hundred O. G. A. papers for that one 
fault only this morning! Curve k and g 
properly and strongly; keep the straight 
strokes straight. 


RIGHT-S AND CIRCLES. The next 
drill provides practice on joining the right-s 
to consonants with circles coming between 
them. This is another set of outlines for 
precision practice. After you have made a 
satisfactory copy of them, go back to Drill 5 
and alternate the two drills. Let your slogan 
be “S short and curved.” 


TEST YOUR PRECISION. More pre- 
cision practice in the form of a little test is 
afforded by the next drill. See how well you 
succeed with it. 


BOTH STYLES OF “SES.” The ses-blend 
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made facing right and left are miniature bv, 
vb curves—much easier to execute than their 
large prototypes given you at the beginning 
of this month’s practice, but requiring deft 
handling of the pen. You will note that the 
ses-blend has the same slant as other down- 
ward strokes. Xes, on the other hand, pro- 
vides the outlet for that eccentric desire you 
may have to pull ses out of alignment. Watch 
those circles! Make a large and e very small 

a mere turn of the pen. 


ANALYTICAL STUDIES. In conclusion, 
we will sum up our practice with a few forms 
for study. Observe the slant, formation, and 
comparative size carefully 

Those of you who have qualified for the 

G. A. Certificate and feel that you would 
like to try for Superior Merit in the Order 
of Gregg Artists may do so this month. If 
you do not have the details about securing 
this beautiful large certificate, which will be 
engrossed with your name, write for the cit 
cular. An increasing number of young short- 
hand artists qualify for this lovely award each 
year. We should like to see all of our student 
stenographers in possession of it, for the con- 
fidence which the knowledge of a superior 
writing style brings to them. 


High Speed C. T. Tests 


ILL teachers please observe the follow- 
ing when submitting C. T. Tests? 

C, T. Pins are awarded only on tests quali- 
fying at 60 or more net words a minute. This 
year the Credentials Department added the 
Competent Typist Certificate with Red Seal, 
when desired in place of the pin on tests qual- 
ifying at 70 or more words a minute, and the 
Competent Typist Certificate with Gold Seal 
for 80 or more words a minute. So if you sub 
mit a first test for a student at a rate above 
60 words a minute and desire the Gold C. T. 
Pin, even though the speed is over 70 words 
a minute please write in parenthesis after 
the student’s name “C. T. Pin wanted.” Only 
the one award can be given on any one test, 
the student having the choice of pin or cer- 
tificate. 

It has been found necessary to require an 
affidavit from the principal or supervisor of a 
school, testifying to his having witnessed the 
timing and correction of C. T. Tests above 
80 words a minute, if a certificate is desired 
issued for the exact speed attained. Otherwise, 
the Credentials Department will issue a cer- 
tificate showing the speed as “80-+-” on any 
tests received with a net speed of more than 
80 words a minute. 
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April Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite i insure 
accuracy m making ut certificates April copy ts good @ mer rsi te until May < ] 
. . es ‘ lotter ! ’ rittar . re » he 
Instructions for Writing e Is the letter clear—written so as to b 
5 understood easily, without mental ettort o1 
‘ ry” ’ 
the Q). (,. A. Test the part t the reader 
e Has it proper emphasis and forceful ex 
This is a test of your ability to write shorthand pression! 
smoothly, fluently, and accurately. It can be writ- H es ee | . Ona 
ten by any student who has completed the first © iS HM UNINY——lORICal SCQUCNCE——CONECT CNC 
eight chapters of the Manual. Practice the test as e Is the message clipped of every ipermuous 
often as you like, comparing your notes with the word? 
plate on page 407, until you have produced a copy H e lettes a , , 5 
in your best writing style before submitting it for ° ~ % rahe : SU-ClasS Apps ee 
the certificate of membership in the Order of Gregg e Does it give the effect of an individual aj 
Artists. Ask your teacher to criticize your notes px al rather thar f a mass circular? 


as you practice. Observe proportion in lengths, cor- 
rect size of circles, good formation of curves, and 
fluency of execution. 


\rt I th ught—is that which, heard, read, Senior 0. A. - Test 


or looked on, while producing no immediate 
impulse, warms the heart with its beauty. Nor 


' 1 This test is for the advanced typing students 
n nin ft any means ot dehning hat is ’ 
<a lt k ie mn. + . > . what who already hold the Junior ©. A. T. Certificate 
yreoater ar ‘ s? rie? hve “ne . 
greater art uniess it be a periect human being and have passed the Competent Typist Speed Test 
But since we shall not see, or know if we do at 40 words a minute. Some secretary had to prepare 
see. that divine creature. let me try to make the following data in the form in which you see it 
4 sas —— — oan . 4% - How good are you at copying that form, or pre- 
plain what is to me the exact quality that senting the data in an even more effective style? 
gives Art the power to excite this vibration No errors and no erasures, please. If you have .ime 
called emotion. It has been called Beauty! © prepare a budget cover for this copy, do it 
a word now too narrow, now too wide—a PAGE 
word, in fact, too glib to know what it means ro t p 7 
: - ) ‘ ‘ ‘ 
often misleading us into slabbing what would 
: ne . s Percoant ¢ _ . ‘ | , 
on its own plane, be Art From “Candelabra Pursuant = ae a >, 4 Nave Caust 
’ lohn Galsworth certal Studies ft me mace wit respect to 
l Ccly tra pt < Ss lr tii cour s¢ ol 
these stu c> W ive set ip a tentat nter 
. wr national balance sheet t see what the present 
Junior QO. A. i? Test situation 1s with respect t ur toreiwen bu 
ness and to attempt to ascertain from the 
Make a copy, for display purposes, of the follow- records son reasons for the 1 
ing article, submitted through the courtesy of Hoov- : x , 
en Letters, Inc. Type an artistic border around the “an : ae 
copy after it has been written to your satisfaction. Ihe figures in the attached exh ts show 
See if you can produce a specimen that would look that the trend in our international trace 4S 
well framed as a motto for the business office. ” atl neslns , ' rg 
een Cumulatively isadvantage 1 t us 1 
nternational comm ial relations we have 


FOURTEEN POINTS TO CONSIDER IN) OUF Mternaty 


LETTER WRITING not utilized tnt simple lev ce of a balance 

sheet to discover whether we have been doing 

Because letter writing forms such an im business at a profit or at a loss. As you have 

portant part of the business of the average stated a number of times, our exports and our 

fice we are pleased to submit a general sum- ‘ports of goods and services must balance 

mary of the points to be considered when During the periods covered by the figures 

writing sales letters. these exports and imports have been grossly 

out of balance; nevertheless, we have pointed 

e Is the letter written from the viewpoint of with pride to our “favorable balance of 
the reader instead of the writer? trade.” 

e Does it get off to a good start in the very We have 1 adequate national bookkeeping 

first sentence ? system for our foreign financial relations. The 

e Is it short and pac ked full of meat, instead statistical bases for the balance of payments 

long and wordy? estimates since 1922 are the figures publish 

e Is it free from tedious explanations? annually by the Department of Commerce 

e Does it contain proof of facts not mere For earlier ears extensive use was made of 

assertions ? the studies by the Harvard University Com 

e Does it make the right appeal to the class mittee of Economic Research which compiled 

of people it addresses? estimates for a number of irs, ending with 

e Has it originality of treatment? 1921. From these data we have assembled the 

e Has it a good close that invites the prospect figures covering the years trom 1896 t 1933 


take action? inclusive, in order (Continued on page 402) 
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April Competent Typist Test 


Use double spacing in typing this test 





(To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 we wds 


oY Tn Oe OO Oe ada 

In the gentle haze of afternoon we entered Yampi 
Sound. Here the islands sped past in a gala procession, 
serrated hills deeply wooded, brushed over with the light 
green velvet of spinifex, with curved slopes of deeper green 
falling to many an enticing crescent of white beach. Fraser, 
Gibbings, Monument—the smallest and the most con- 
spicuous of all—and at last Cockatoo, Kooland, and Irvine, 
jealously guarded by Australian Iron and Steel as one of 
the richest iron deposits in the world. 

Here are hills of iron, islands of iron, twenty-two million 
tons of eighty-five per cent iron ores in sight, which it is 
intended to work with the water-power of the gigantic 
tides of Yampi. Operations have already been begun 
to exploit them, but after the expenditure of some ten 
thousand pounds in a settlement on Cockatoo Island, now 
falling to decay under the ravages of the white ants 
although it has been but two years unoccupied, the com- 
pany has ceased activities for the time being. 

We made anchorage at Cockatoo, and at once explored 
the tropic isle. From the top of the cliffs, which fell below 
us for five-hundred feet sheer—a rough climb perpendicu- 
larly across ironstone boulders, a tangle of grasses and 
prickly spinifex—the magnificent panorama of the sound 
at sunset lay before us. Far below, the yacht was a child’s 
toy, motionless on a bay of milky green. Beyond lay the 
islands in a haze of smoky gold. 

A burning new copper penny into a slot, the sun was 
gone in a flash. At one stride came the dark. The fires of 
corroboree glowed red on the distant hills and our oars 
dipped a white fire of phosphorus as we rowed back to the 


n 
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Strokes 


49 
106 


164 
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Strokes 

ship, with a keen regret that this glory corner of Australia a 
should be so little known. 1738 
A tribe of natives on rafts, with dogs and piccaninnies 1794 

all aboard, greeted us in the morning as we sped on down 1851 
the canal between Kooland and the mainland, with now and 1908 
again an impetus to nineteen knots! Paddling along on ten 1968 
or eleven mangrove sticks skewered together with wood 2022 
or lashed with pandanus fibre, these blacks braved the 2077 
cataclysmic spring tides with the airy unconcern of the 2133 
dark-skinned all the world over for death and danger. 2188 
Eager for a stick of tobacco or anything that happened to 2246 
be handy, they stopped in mid-ocean to dress for the 2299 
occasion, gave us a friendly hail, and told us that they 2356 
earned the luxuries of a simple life by picking up pearl- 2413 
shell when the reefs were uncovered at “dry water.” A 2468 
white man in a lugger collected it in exchange for tobacco 2527 
and flour. 2539 
Through steep and narrow reaches of silver not more 2592 
than a cable’s length wide in places, and from thirteen to 2051 
nineteen fathoms deep, between wooded hills six-hundred 2707 
feet high with pretty bays and waterfalls, we passed the 2764 
last of the Buccaneers, and sailed out where the chart is a 2824 
dotted line and a blank. 2850 
We could find no anchorage at dusk. Within fifty feet 2905 

of the mangroves and the towering cliffs above them, the 2962 
soundings have no bottom at twenty-four feet. Of necessity 3022 
we made out again into the open bay, let go the anchor in 3080 
ten fathoms, and tossed all night in the sweep of the tides 3140 
and the first stiff forerunner of the southeast trades. 3197 
Away at dawn, we threaded the magnificent scenic 3246 
reaches of Walcott Inlet, a wide and beautiful waterway 3302 
which extends for thirty miles and more to the very feet of 3362 
the King Leopold Ranges, and is not marked upon any 3414 
chart, its existence officially unrecognized. 3461 
Thence we made north across Doubtful Bay to deser 3512 


isles unnamed.—E. Hill 3526 
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(Continued from page 399) to show the com- 
mercial and financial trends of this country 
with the rest of the world. 


Pace Il 


[hus assembled, these various data indi 
cate that in this 38-year period—we sold to the 
world goods in the amount 
.$121,250,000,000 


re 


we bought from the world 
84,604,000,000 


thereby placing the world in 
debt to us for goods in the 


amount ot 36,646,000,000 


Ihus, the value of our im 
ports of goods is, on the face 
of these figures, less than 70 
per cent of our exports. 

As against this export ex- 
cess we must in fairness de 
luct the amounts which our 
tourists spent abroad, and 
which our immigrants, chari 


table organizations, and others 
sent abroad ren 
| +! ‘ ’ 
eaving ah apparently lavol 
able balance ol 17,217,000,000 


Services rendered by us t 
the world, such as shipping and 
freight services, together with 
interest and dividend payments 
on our toreign investments 
interest and principal pay- 
ments on war debts, miscel 
laneous and other items, placed 
the world in debt to us tor an 
additional 26,461,000,000 
naking a total owed to us of 43,678,000,000 

services ren 
dered to us by 
the world, such 
as shipping and 
freight services, 
together with 
our interest and 
dividend pay 
ments on tor 
eigners invest 
ments in. the 
United »tates, 
miscellaneous 
and other items, 


in the amount 

OS td inndewen $18,938,000,000 

together with 

net gold imports 

of 2.095.000.000 

reduced world debt to us by.. 21,033,000,000 


resulting in a net increase dur- 
ing the 38-year period in the 
debt owing to us amounting 


22.645.000,000 


to 


eign countries bought by United States 
advanced by the United States Government, 
$10,304,000,000, making a total of $24,702, 


000,000. From these figures must be deducts 


ments made by foreigners in the United 
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Chis increase in debt is represented by for 
eign securities and other investments in for 


citizens, net $14,398,000,000. and war loans 
; 


United States securities and other invest 


States, net $2,057,000,000, resulting in the 
above net increase in debt of $22,645,000,000 
(signed) Special Adviser on Foreign Trade 


—— ~ 
IF YOU HAVE QUALIFIED FOR 





rHE CERTIFICATES, THE BEAU- | 
riIFUL EMBLEM PINS OF THE | 
O. G. A. O. A. T., C. T.. AND THE 


rRANSCRIPTION PINS AT 60, SU, 
AND 100 WORDS ARE AVAII 
ABLE TO YOU AT A NOMINAL 
f -E. AN ILLUSTRATED CIR- 
AR ABOUT THEM WILL BE 
MAILED TO YOU ON REQUEST. 


‘Down to the Sea” 





| ID you “get” John’s description of how 
he skins a shark, in Mr. McMurray’s ac 
count of his visit to the Key West Shark ; 


Docks ?—“Cutta out de fin, starta de hide, 
skinna de head tu de tail, him very tuf, taka 
mucha cut, mucha whet, mucha pull, mucha 
cuss, till de shark him hide iss skin.” A short 
summation of the process, but can’t you almost 
see him in action—perhaps you actually have 
watched it done. And would you have known 
what to do if you had been expected to tak« 
down his remarks in shorthand? Interesting 
to see how we can write dialect, isn’t it! 
Now for those starred outlines that are be 
yond the vocabulary of the first eight Chapters 
of the Manual. You've probably been able t 
read most of them without reference t 
list : 
1 + 


page 369) disturb, clerk, naval, to locate, 


f 


discuss, trade, occupation, glory, arrived, est: 
lishment, novelties, descriptive ; (page 370) re- 
fuse, fully understand, likewise, he became, in- 


telligent, instructed, English, retreated, animal 


For the Attention 
of Teachers 
_ names and addresses of your students 


are receiving magazines mailed in bulk 
to you should now be sent to the Grecc 


Writer if the remaining issues are to be 
mailed to these subscribers direct. Instruc 


tions should reach us not later than May 10 
if the June magazine is to be mailed to the 
home address, 
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onder 1es¢ 
FIVE . SEN I'l L > 
4 KJ & 4 i. 
. - —_ 
in iypewriting 
- =) 
Suggested by George L. Hossfield. 
Worlds Champion Typist 
i 
Hossfield’s hand position as he rl C — , ; 
writes that frequent “‘e” . AOKKI rUS! NI L W K« 
) , call y . Momtin on thy ' . 
, typewriter \ will note that it t flat 
® Con ENTRATION—It isnt the tact sat hoar t 1 slant 
i pla c ul i vnw Siar 
that w lo not know th : tion ofl Conseauet wine » i « ‘ ‘ 
i ve 
nceentrat Dut that we seld m pay a great ¢ ’ . ‘ the lant ‘ k 
deal of attention to it. It is a simple matter nat Or ; s 
to let the mind wander to foreign subjects recht om ‘ a , 
ppo ke ‘ ‘ 
This is especially true with the subject of energy t whet ‘ 
typewriting. I can well recall when | was vou drop ther t is a more natural tv 
. : : . ‘ ‘ ; ; 
studving this subject, and even when I was position 
, 
training for speed contest work, that at times The fingers aré led — 
ct, toe ; . ye * 
t was really difficult to get my mind on the on the upper w is 1 seated 
subject of typewriting alone and shut out all necessary traigtts i 
q other thoughts. Now if you will give your strike t | vhen a k we 
entire attention to the subject in hand, it will row is to ] ‘ » ~ ol 4 , » has 
not be long before you will notice that tewe1 more and st et t | It t 
errors are 1 ¢ a ind t it tne sp l S t a ve the \ k } 
greater. The correct sitting post : — 
mfortable sition—hoth feet ae Gans 
> ' ‘ ; 
_ & Ruy THM In mus i tes are not a general ¢ 2 tu i i t ft t 
f the same value. We have whole notes, should not | el K¢ see that 1 are 
half notes, quarter notes, eighth notes, six not sitting t to t ma . 
teenth notes, et which ire te spersed S Id be | t t S t t 
. : lh f 
tne music | i receives difiterent tin ng, | t Ww | Nave ‘ \"\ ‘ re ‘ 
they are played with rhythn he same prin the posit t re tis not! t 
ciple applies to typewriting Che same lapse keep both feet t the \ mat fact 
oft time sh | ccur between each stroke t t [ general] . c t i uu Tf 
S mac Better write a bit slower rder ther and s ] ternate whe that 1 ‘ 
to get the rhvt than t permit a faster but becomes tiré ‘ IT he easo 1 
‘ | ‘ | ’ 
erratic tou Rhythm should be maintained ticular pos * t that it permit 
through all of the theory work and ntinued balancing, esp ] whe retur ‘ 
with the advanced work riage 
€ . rm. , & 7k ' 
3. Ey! » ON rH! CUP Y Keep tie Oe | NNI SSAR MOTIONS The ma 
eves on the copy | Ss particular essent al is rity t ft t 1! e entirely ft many n 
ibsolute necessary if rhythmic writing 1s t tions when operat 1 typewrit I would 
be atta for u can well understand that like to stres t t mor { e 7 
the habit looking back and forth from the tions—that is, the 1 dow r ‘ 
printed matter to the material in the machin hands and arms t is true that cal 
, + —_ 
prevents writing evenly. In addition to the attain a! iverage spe I wl 
time that is lost you run the risk of either manner; however, that speed is limited. It is 
omitting or repeating words I have been possible to 1 me fing ch faster tha 
pres¢ ton n re that one occasion when in you ca n ’ y - . 
operator in a contest lost the championship gers yor é mpare the 
] + 1 1 * ¥ ’ +} 7 ] ¥ +! ’ +! ’ , ' , 1 | 
cue » LOOKING away I n the copy, iosing ti mn ere e, why t f Cleve 
place the copy and omitting an entire line that considerably more é g 
This fault can be vercome by keeping the by writing w th 
eyes on the c py a i the time nating arm-mot I ( he 








ee 
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necessary to relax the wrist sufficiently so that 
this can be done. An operator who writes 
with stiffness in the wrist cannot possibly 
write without arm-motion. 

If you have a pain in the wrist or in the 
forearm, that is an indication that there is too 
much tenseness or stiffness at that point. A 
pain in any part of your body is a signal that 
something is wrong. The pain in the arm 
can be eliminated by relaxing the muscles 
when writing. In other words, the operation 
of a machine should be made a smooth and 
easy matter, instead of an erratic and difficult 
one, 

I may be making a broad statement, but I 
am convinced that almost any student could 
attain a speed of 100 words per minute on the 
typewriter if these five essentials were noted 
and followed. 

—Condensed from a recent talk by World's 

Champion Typist George L. Hossfield 





HOW I GOT MY JOB 


A dollar is paid for each short letter accepted 

and published. Address, “Job Winning,’’ 

Tue Greco Writer, 270 Madison Avenue 
New York, N. Y. 














Getting a Law Job 


I HAD my mind definitely 
made up that I wanted to secure a position as 
law stenographer. I obtained a number of 
books on various legal forms and subjects and 
practiced writing them in shorthand until I 
was familiar with legal phraseology. I studied 
several books pertaining to the duties of a law 
stenographer. When I was confident of my 
ability to take legal dictation, I inserted the 
following advertisement in the DArty Recorp, 
a legal newspaper to which almost all the 
lawyers subscribed: 

SITUATION WANTED — Stenographer-secretary, 
high school graduate and business school training; 
familiar with legal forms and dictation; neat, reli- 
able, industrious, ambitious; age 21; salary sec 
ondary consideration 

I received six calls. Three wanted a stenog- 
rapher with two or three years’ experience, 
which I did not have; one was an undesirable 
person to work for; one did not pay enough; 
and the one for whom I went to work wanted 
a stenographer who was industrious and will- 
ing to learn. I impressed him with the fact 
that I was industrious and ambitious, and he 
put me to work immediately. I have been 
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working for him since, and I have learned 
more in this position in six months than I 


could have learned in a law school. 
af. A. 


In Opportunity’s Path 


I WAS without a job; 
so I rented a table, printed a “Public Stenog- 
rapher and Notary Public” sign and, after 
securing permission from the proper authori- 
ties, established myself in the main hall of 
the county court house as a public stenogra- 
pher. 

And then—Uncle Sam decided to plow up 
some of the excess cotton; and to my surprise 
a Government man who wanted a large num- 
ber of forms typed asked me if I could have 
them ready by 9 o'clock the next morning. 
“Yes,” was my answer, and I finished them 
that night. 

When he came for his forms the next day 
I told him I would like to do more work for 
him. He replied that when he got everything 
arranged to go to work he would need some- 
one in his office. As he was a stranger in the 
county and did not know me, he consulted the 
county judge about my qualifications. The re- 
sult was that I secured the job as secretary 
to the county agent. 


—R. H. 


The Value of Experience 


THE office where 
I was employed closed, and I took a part-time 
job in a large department store as cashier and 
switchboard operator. This was completely 
against my wishes, as I did not want to give 
up using my shorthand; but financial circum- 
stances forced me to do so. 

All the time I held this part-time job I was 
looking for a permanent one where I could use 
my shorthand. So, when I heard of a stenog- 
rapher in the office of another department store 
getting married, I applied for her place. Im- 
agine my surprise when I learned that the 
job called for a knowledge of cashier work as 
well as stenography. There were dozens of 
cashiers and as many stenographers who ap- 
plied, but I was the only one who had a know! 
edge of both shorthand and cashier work. 

Here I had the opportunity of taking dicta- 
tion from all the department heads and this 
practice has greatly helped me in my present 
position. 

What I wish to impress upon beginners is 
that every job links with another and that 
experience gained in one office will help get 
a more important position. 

—M. A, C. 
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High-Speed Ticker Feels Pulse of Business 


From Western Union’s “Dots and Dashes” 


[One of cach pair of words in type is correct in the place st appears; select the proper one as you read along 
This article is adapted to the vocabulary of all studs nts who have completed the Eight a 


, ter of Vannail.] 
(Concluded from the March issue 
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My Constant Companion for Twelve Years 


By VICTOR E. BROWN 


Official Reporter, Children’s Division 


HE question has often been asked me, 
“Why do you subscribe to the Grecc 
WRITER?” 

My answer is, “For the same reason that 


a doctor, lawver, or business man subscribes 


to the magazine of his profession. To keep 
abreast of the times in my chosen field of ac 
tivity, to know the approved way of writing 
my system, to be able to quote the latest speed 
record and the name of its maker, to be 
familiar with modern office appliances (theo- 
retically at least), and to retain my original 
enthusiasm in reporting.” It has been a con- 
stant companion in my twelve years of re- 
porting. 

I have noticed that a progressive, wide- 
awake doctor or lawyer reads at least one 


magazine that relates to his own particular 


field He cannot afford to become a back- 


Vonroe County Court, Rochester, N. Y. 


number. The doctor owes to his patients the 


best knowledge and service available The 
lawyer is under the necessity of giving his 
clients the most advanced thought based on 
the latest rulings and decisions of the courts 

Why should not we as reporters and stenog 
raphers feel the same way about it? We not 
only do our work better but we are happier 
in doing it when we read what others are 
doing in the same lin It is more true than 
ever before that a man must continue to be a 
student as long as he is actively employed 
He cannot stop learning and keep in the front 
rank of his profession 

So I say, be up to date in your work as 
court reporter, business reporter, or expert 
stenographer. Take real pride in being the 
best you can be. And that means reading the 
monthly publication of your profession, 
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Recent Club Prize Awards 
AGA. - cemmiase anes O. A. T. 


I H i : 
= Ha I W \ ; 
Silver Pin : ‘ . \ Silver Pin 
( | ‘ 4 ! 
I I h ‘ ; . - - 
: n Buffa . York ‘ . 
‘ M 
. I | — ‘ 
Fra B D H . 
4 I Gr 
‘ : I o ’ 
‘ ta 
H 2 M } will H Pi: f ‘ | \ i] 
School, W ate tor the Apri 
ticut - ry ! 
Mabel 1 Wallac O. G. A. Test 
I H — 
Ha I 
4 a &S ' b 
and 7 d . as 
H Set M \ S 
Ne Y 
Mildred 1 I t 
M I Hi s 
Buff N y 
‘ t \“ 
I s H ~ 
} k Per ™ , 
Helen Ruth R Sa 
' 4 Sy ‘ 
a . 
( le I x M ’ 
H s S; oO 
Wa - 
M a Ber W 4 H ee -_ 
Hall H s " We 
Hartf . @ t 
: ; her. Hikt Bronze Pin 
s 41, Barat w ‘ , ; 
R W iH 
Sehow T = +? 
‘ + , 2 4 
Georgia H ler, 1 : 
Stat Norma t er { 
al, I . 
3 
t 4 4 > 
Bronze Pin # 
Leona Miller. H S ; 
R r — h Da . a a r - . 
Maxine I } “ 
Higt Sct i " 
Maine 4 
Zita P r 
H r s N 
I A > 
( le & Wee 3 
Hig S N 
New 
( t ‘ - H 
Sehox H ' sf y % / 
\ I St. Jose ( / : 
Schor " M f y 
° > 
Helen 1 { : 
Re 1 ‘ 
and, N Yor . > ) 
I e 1 Met . : 
mds S oO : , 
and, Calif . é 
Cath H New rrr < as 
‘ ( f ¢ * 7 
P 4 ‘ New R 
Je 4 . ‘> 
Marys } H Sct , 
G ester M ' And 
Geraldine Portaluppi. | " , ‘ 
Greenwich Acad t ‘ 
Greenw RI I i ‘ . J 
Dorothy Sternt Shor 
High Scha r io 
Mary Wolocka, D ( M Ma h ( ‘ 
nerci ( ’ Det H s - h M. Octavio, a A ‘ 
Mic 4 ( y Calif : y I t \ 
\ 1 I ‘ Y \ Agr Bla " x ‘ rv ‘ Infler 
Hict So) N lated & " | 4 M e H . a RB 4 
Illino’ South Dakota Net , . “a Slee ee . 
Dorothy Pendergast Merr lune BR h & Hict Virg 2s | H , 
High School, Hutchinsor Sc how Johnstown, I Seb ‘ Per i Rot ' 
Minnesota a yivania Esther I A 





fae te aa 





a eet 








108 





Tue Grece Warrer, April, 1935 


Actual Business Letters 


From the winning sets submitted in the last Gregg News Letter Contest 


—.- ~/ te 
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Proposed bill creating 


409 


e The Shorthand Reporter 





FEDERAL BOARD 


will raise 


standards of reporting 


Says CHARLES L. SWEM 


Official Reporter, New 


T this session of Congress there has been 
introduced a proposed act of legislation 
entitled “A bill to create a board of 

shorthand reporting and for other purposes.’ 
The bill provides for the establishment of “a 


horthand reporting, to be 


by the President and by and with the advice 
and consent of the Senate. . The board shall 
grant a certificate as a Ii leral certified short- 
hand reporter to any citizen of the United 
States or to a person who has duly declared 
his intention of becoming a citizen (a) who 
is over the age of twenty-one, is of good moral 
er and is a graduate of a high sc 
1 has had an equivalent education; and (b) 
who has successfully passed an examinatior 
in shorthand reporting under such rules an 
regulations as the board may 
bill further provides that “on and after Jan 


uary 1, 1936, no person shall be employed for 


prescribe.” The 


shorthand reporting in the judicial or execu 


tive branch of the Government unless said 


To Better Present Practices 


The bill, introduced in the Senate by Senator 
Connally of Texas, is sponsored by the Nation 
al Shorthand Reporters’ Association, and has 
for its ultimate object the placing of the re- 
porting profession upon a par officially with 
other professions requiring the same high 
grade of skill and intelligence. The immediate 
object of the bill, in conjunction with a com 
panion bill, is to put an end to the ruinous 
practice of letting Government reporting out 
upon competitive bidding and to raise the 
standard of reporting in all Government work 

At present most Government reporting is 
“let” to the lowest bidder. This includes the 
official reports of the Interstate Commerce 


‘ 
} 


Commission, the various other commissions of 


York Supreme Court 


ie Government, and the official reporting it 
the federal courts. Much of the work is “let” 
to the bidding firms at ridiculously low 
amounts, even so low a ne mill for each 
hundred words Ihe centractor furnishing 


transcript to the Government at this rate must 


} 
gamble upon selling e1 ynal copies 


to the other parties involved, or to interested 
third parties at a more reasonable rate, it 

der to pa S necessary exp es If he 
can sell « 1 adait il pr f the var 
us proc s throu t the year, he is 
ible t em] y first S reporters tor the 
work, wl vill in turn furnish an accurate 
and reliable report If he car t sell these 
hoped-for additional pies, he must either 
lose money or it down expenses by hiring 
incompetent, cut-rate reporters wl will ac 
cept a cheaper rate but wl f necessity will 
furnish f » tre pt 


Competitive Bidding Bad 


At hest ‘ (; nent } : ilwavs gotter 
er thi e. an unevet id f tra 
script, deper ling upon the integrity and finan 
cial capacity of the various shorthand con 


tractors, and also upon the vagaries of the 


1 ‘ 
transcript market Yet, if the Government 
7 
ets it su 1 mmodity as reporting as it 
lets out its tract for rope and soap and 
paper towels t nust expect ft get exactly 
\ it it pay ) | 4 p no ¢ n it 


ill is that there has not before been a con 
certed effort on the part f the reporting 
he Government itself. to 


alter such a short-sighted and demoralizing 


practice. It does not secure its legal talent, 
or the medical services for its various 
branches, upon competitive bids No one 

not even the Government—would select a 


surgeon to pertorm an operation by awarding 
the job to the lowest bidder; nor would one 
ose his attorney in an important lawsuit 
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Opthalmologi cal Terms 


These terms compiled at the request of Miss Marie M. Hoffer, secretary to Dr. Robert H. 
Smither, Los Angeles optometrist, are presented here for the benefit of others of our readers 
in the same field. 


Notes written t rics De { n 
' ) 
a i o é ce 7 r 
achromatic chalazion 
se 
ambly la c rotd 
amt in sia ‘ } chromatic at ation 
O 
c 
Ame » (Am + c é ° 
on G ' 
5 
‘ nat » ts , ; 
1 ‘ ( 
‘ ‘, 
4 - combined wit ) 
-)} 
, ) © 
3 € ia 
six- + cable en ea “* ¥ al 
ar T } 
astigmatism - ‘ » ont 2 
> 
y ‘ r vitis 
mati 
- - 4 
corneal ast lj ; ‘ z~ < 4 a ‘ 
lenticular asticmat } 2 
. matism Z c rgence ° 
) 4 
tron ‘ 
ati y of the e ¢ er ed c nder € - 
autointoxication : cruxite 
> 
‘ 
axial cycloplegic ? 
axsis (axses) Ax.) ; _— 
; F . 
bifocal ; ‘ 
bine 4 ian i 
binocula x 3 ec at ec.) 
4 . 
i cular vision . gre rism 
alte » / 
- . visio Jiopte D.) 
) . , 
Simultaneous > ur vi 2 pre yopic . pte ) f 
sior 
< 
‘ } 
bitemporai heteronymous prism ster & yr (2) f 
blind spots diplopia ( 
calesthenics — “ > dynamic skiametry 
$ 
Campimete 2 —- 
pime r > : Gynamo scope 
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or otherwise, a college education is set as an 
irreducible minimum for reporting, as has 
already been done in many states as a neces- 
sary qualification to practice law or medicine. 
For the present, however, a practicing reporter 
is considered sufficiently educated with a high 
school education, if he possess the rest of the 
qualifications necessary to his calling, such as 
a fair knowledge of law, a more than smat- 
tering acqnaintance with medicine, a first- 
class command of English, a speaking acquain- 
tance with economics, politics, modern history, 
geography, and mechanics, and a half a hun- 
dred other more or less technical subjects that 
everybody assumes the reporter is conversant 
with and is rarely disappointed. 


Business Reporting 


By Alice Ottun, M.A., Director, School of 
Shorthand Reporting, Pace Institute 
New York City 


HE term business reporting is used to 

describe the work of shorthand writers of 
superior ability who are employed by business 
organizations on a salaried basis. 

In every business employing a fair-sized 
office staff, say twenty-five employees or more, 
there is likely to be need for at least one 
shorthand writer who can, when occasion de- 
mands, take legal dictation and record the 
transactions of business conferences and of 
directors’ and stockholders’ meetings. 

This need is especially felt by a large busi- 
ness organization in which there may be asso- 
ciated several corporations. In such an in- 
stance there are likely to be many business 
conferences and meetings of various kinds, 
including directors’ and stockholders’ meetings, 
the proceedings of which must be recorded. 

A large organization, in addition, often has 
need of a shorthand writer who can take tes- 
timony and depositions in preparation for ar- 
bitrations, the trials of cases, and the nego- 
tiation of financial settlements of various 
kinds, and who can take the legal dictation 
that is incident to the preparation of contracts 
and other legal instruments. 

A business organization must choose be- 
tween calling in professional reporters at ex- 
pensive rates for work of this kind, on the one 
hand, and having available men and women 
of sufficient capacity to report the proceed- 
ings and to take dictation of the kind outlined, 
on the other hand. 

In practice it usually works out that in a 
business organization there are a few short- 
hand writers, usually occupying highly paid 
positions as secretaries to important officials 
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or who supervise stenographic departments, 
who can do this work. 

It will be apparent that the work that has 
been termed business reporting, while very 
large in the aggregate, usually is performed 
by competent shorthand writers in conjunction 
with other duties. The business organization, 
therefore, does not usually create specific re- 
porting positions. Nevertheless, the ability to 
do this work on the part of a stenographic 
employee is often a controlling factor in de- 
termining his salary and promotion. 

A parallel condition is found in federal and 
other civil service employment. In the War 
Department and in the Navy Department, for 
example, a stenographer who has a highly 
developed ability in shorthand writing is often 
called upon to report proceedings or investi- 
gations or courts martial. The same is true 
in other departments of the Government in 
which full provision is not made for the em- 
ployment of official reporters and in which 
it may be necessary to make a record of the 
proceedings of hearings and conferences of 
various kinds. 

Nothing brings a shorthand writer, whether 
in business or governmental employment, more 
surely to the favorable attention of executives 
than the ability thus to render an exceptional 
shorthand-writing service. It places such an 
employee, in the estimation of his superiors 
and associates, measurably in the class of 
professional reporters and much above the 
status of stenographers who perform ordinary 
duties. 


“Call for Mr. Bowle” 


HE correspondence pouring in from Chicago 

is positive proof that we are read by members 
of the reporting profession in the “windy city.” 

He merely said that Mr. Rifkin, who re- 
cently won the 200-word-a-minute Diamond 
Medal, was the first left-handed writer of 
shorthand who accomplished such a feat. No 
sooner was this statement read than letters 
came in reminding us that Mr. Sidney Train- 
or, who won the Diamond Medal in 1931, was 
also a left-handed writer, so our hats are off 
twice—first, to Mr. Sidney Trainor and then 
to Mr. Morris W. Rifkin, for their wonderful 
work. 


ANOTHER feat worth reporting is that of 
Miss Sylvia Keller, of Pace Institute, New 
York City, who recently qualified at 160 words 
a minute with but one error—patently a mis- 
hearing. We checked this error and found a 
perfect outline for the word “states,” but the 
transcript should have been “cities.” 

Here’s to a perfect paper when you try the 
175-word test, Miss Keller! 
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Who’s Who 


In Shorthand Speed 


At 200 Words 
a Minute 


EXAMINER 
4. A. BOWLE 


Presents 
Diamond Medal 


W inner 


Michael J. Mickell 





“ TILL they come! 
to present Michael J. 
member of our growing 

“Mike” this 

making only eight errors in his 
ranscript of the 200-word test. 

Perhaps you'd like to read a little sketch 
of Mr 


clearly 


lt is now my pleasure 
Mickell as a new 
Diamond Medal 
inner circle in 


group entered 


Januar y, 


Mickell’s career, for his success shows 


what happens when a young fellow 
has a definite goal and keeps everlastingly at 
it until he has arrived 

After 
the high school in 
1926, where his instructor 
G. Crossman, he took the 


at the Eastman-Gaines School, Poughkeepsie, 


shorthand at 
York, in 
Watson 


course 


beginning the study of 
Peekskill, New 
was Mr 
secretarial 


N. Y. From 1928 to 1932 he specialized on 
fast writing, being a member of the speed 
class conducted by the well-known court re 


porter, Willard B. Bottome, at Packard School, 

New York City. 

In 1932, 
speed technique, he entered the reporting class 
at Hunter College, New York City, where he 
studied under Martin J. Dupraw, himself a 
successful court reporter and permanent hold 
er of the World’s Championship Trophy. 

Mr. Mickell’s first stenographic position was 
with the New York Central Railroad, 
he was personal stenographer to the assistant 
superintendent of motive power. After two 
years in this position, he joined a law firm as 


desiring further to perfect his 


where 


general staff stenographer Later he was 
made secretary to one of the junior partners 
and continued in this capacity until his ap 


Official 
Sessions, City of 


pointment in June, 1934, as Stenog 
rapher, Court of 
New York, where he is at present employed 

We welcome Mr. Mickell to the 
coterie of Diamond Medal holders, and wish 
him the success and happiness he so richly 
deserves ! 


Special 


select 
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This 
Shorthand Word 
Game 


is great fun! 


HANKS to Alexander Woollcott 


cently presented a short movie u 


who re- 


which a 


introduced, we got an idea 
m our shorthand? It would 


mental and physical muscles. 


word game was 
‘Why not try it 
limber up our 

It would make us think faster and write bet 


ter... .” So we tried it with a friend 

Any two persons can play The person 
who has the honor assigns to his opponent 
any letter of the alphabet Let's say it is 


then has 
rthand all the words he 
When time is 


we gg T he opponent 
which to write in sh 
can think of that begin with G 


two minutes in 


up, it becomes the other person’s turn to 
choose a letter and hold the watch while his 
partner writes words. The person who jots 


longest list wins 
Just try it 
Remember, thx 


good shorthand 


down the 

It’s great fun 
or friend 
written in 


pers ‘ sag saint 
sable saddle saga sake 


with a classmate 
must bk 
this 


words 


Start like 


sack sate Sage salad 

sacred Satety sa sale 

One idea may lead to anothe Alter you 
have played this shorthand word game, you 


have suggestions to offer If so, 


we'll be happy t 


may some 


hear from you 


Artist Is Written Up 
TM HE following is taken from The Outpost, 
published monthly by the students of Red 
ford High School, Detroit, Michigan 


Are we proud 4 shorthand sketch drawn by 
Lorraine Millington using Brief-Form tlines she 
had studied up to the resent time was so cleverly 
designed that Miss ( amplir f the ( mercial 
Department st tted the (Rt W airer 
magazine and it was pul ed in the January, 19 
ssue 

Miss Champlin had called the attent f her 
pupils to a sketcl f a Briet-t n A prev 
yuus Greco Weiter, and the next day Lorraine 
brought her drawing of the Brief-Form woman to 
class 

Lorraine is intereste t rt and took her just 


a tew minutes make the drawing 


Besides printing Walter E. In 


Waiter, sent 


Lorraine's work 


gersoll, managing editor of the Grece 


Miss Champlin a letter commending Lorraine 
The Greco Writer is a monthly magazine espe 
cially written for shorthand and commercial teach 


ers and students 
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FUNNY STORIES 


Trish Wit vs. English Humor | 


a é -. SP | 














_ 
S / 
/ 2c. 
Inexplicable! 
Y - A 
P y OD 
a di . c 
4 
o o” 
“ sa 


Did She Get It? 





